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7/1/85 

SUBJ: NATIONAL AIR 'EAFFIC TRAINING TRACKING SYSTH4 

1. PLXFOSE: This  o rde r  e s t a b l i s h e s  a rd  desc r ibes  gu ide l ines  f c r  t h e  National  
Trackirq System. 

2. DISTRIBUTION. This  o rde r  is d i s t r i b u t e d  to t h e  d i r e c t o r  l e v e l  i n  
Washington, reg ions ,  a d  centers,; branch l e v e l  i n  t h e  A i r  T r a f f i c  Operat ions 
Serv ice ,  A i r  T r a f f i c  P lans  and R e m ~ i r w , e n t s  Serv ice ,  alld t h e  O f f i c e s  of  
Personnel and Technical Training,  Human Resource Planning a d  Evaluat ion,  and 
Organizat ional  Effec t iveness ;  branch l e v e l  i n  the reqional  A i r  T r a f f i c  and 
Personnel/Hman Resource Manqement o rgan iza t ions ,  and C i v i l  Rights  S t a f f s ;  
branch l e v e l  a t  t h e  Aeronautical  Center  Human Resource Management Divis ion ,  
C i v i l  Aeronedical I n s t i t u t e ,  ard t h e  Academy; branch l e v e l  a t  t h e  FAA Technical 
Center  C i v i l  R igh t s  S t a f f  a d  Administrat ive Systems Division;  artd a l imi t ed  
d i s t r i b u t i o n  to a l l  a i r  t r a f f i c  f i e l d  o f f  ices. 

3. CXNCELLATION. Order 3120.22, Nati.ona1 A i r  T r a f f i c  Tra in ing  Tracking 
System, da ted  May 12, 1982, is canceled. 

a. The National  A i r  T r a f f i c  Training Tracki ry  System was i n s t i t u t e d  i.r: 
1976 and revised  i n  1982. Review o f  t r a c k i r q  d a t a  s to red  i n  t h e  Consolidat& 
Personnel Maragement 1nfom.ation System ( CPPlIS ) i n d i c a t e s  t h a t  while  FAA Acztiany 
d a t a  r epor t ing  procedures are adequate,  t h e  f i e l d  f a c i l i t y  po r t ion  of  t h e  s y s t m  
must be revised  to provide f o r  t h e  accura te  and t imely  r epor t ing  of  t r a i n i n g  
da ta .  

b. The importance of ga the r ing  and maintainirig f i e l d  t r a i n i n g  d a t a  cannot 
be overemphasized. Through its use, de terminat ions  regardiny FAA t r a i n i n y  
e f f e c t i v e n e s s  car! be made. Review o f  t racking  information by t h e  regionhi  A i r  
T r a f f i c  and ~ersonnel/Human Resource Management organiza t ions  can provide 
va luable  information on t r a i n i n g  t r ends ,  proyress ,  and problem areas. 
Therefore, submission procedures have been revised  and computer processes have 
been d e v e l o m  to ensure tha t :  

( 1 ) Fie ld  f a c i l i t i e s  submit accura te  and t imely course completion 
da ta .  

( 2 )  Submission e r r o r s  are inmediately d e t e c t &  by t h e  ccmputer. 

( 3 )  Lack of  course completion d a t a  s u b r i s s i o n  within normal 
timeframes r e s u l t s  i n  followup from t h e  C i v i l  Aeromedj.ca1 I n s t i t u t e  (CAJ4J) t o  
f i e l d  f a c i l i t i e s .  

Distribution: A-WXYZ- 1 ; A-W (HP/OE/PT/TO/TR)-3; A-X(AT/CR/HR/ Initiated By: APT-300 
PM)-3; A-Y(AM/AY/HR)-3; A-Z(AD/CR)-3: A-FAT-O(LTD) 



5. EXPLANATION OF CHN\IGES . This 

a .  Revises course completion 
t r a f f i c  en route ,  terminal ,  and £1 
courses. 

order  : 

d a t a  and 
igh t  sew 

submission procedures f o r  a ir  
ice s t a t i o n  q u a l i f i c a t i o n  t r a i n i n g  

b. Redefines r e s p o n s i b i l i t i e s  of various organiza t ions  involved i n  t h e  
t racking system and es tab l i shes  t h e  Aviation Psychology Laboratory of CAM1 a s  
t h e  focal  p i n t  f o r  d a t a  co l l ec t ion ,  compilation, and dissemination. 

6. DEFINITIONS. For the  p u r p s e  of t h i s  order ,  these  t e n s  a r e  defined a s  
follows : 

a. Tracking. The gathering,  submission, and computer input anu output 
of s t a t i s t h i 1  d a t a  r e l a t i n g  to c o n t r o l l e r  t r a i n i n g  and progress i n  t h e  National 
A i r  T r a f f i c  Control Qua l i f i ca t ion  Training Prcgrams. 

b. Training Expert. The supervisory or s t a f f  person who is   no st f ami l i a r  
with the  t r a i n i n g  progress of a c o n t r o l l e r  i n  a p a r t i c u l a r  course. This can be 
t h e  f a c i l i t y  manager or a s s i s t a n t  f a c i l i t y  manager, a rea  manager, a r e a  
supervisor ,  a s s i s t a n t  manager f o r  t r a in ing ,  or t r a i n i n g  s p e c i a l i s t ,  and is not 
necessar i ly  t h e  saw person f o r  each course. 

c. Course. An en route ,  terminal  phase, or f l i g h t  sewice s t a t i o n  p a r t  
of  Academy or f i e l d  conducted air t r a f f i c  q u a l i f i c a t i o n  t r a in ing  to which a 
f ive-dig i t  course number has been assigned. The only courses to bs entered on 
the  t racking form (FAA Form 3120.24) a r e  listed on t h a t  form. 

d. Fai led.  This grade is assigned to a student  who u n s a t i s f a c t o r i l y  
completes a course. Fai lure  of a course p roh ib i t s  r een t ry  to the  t r a i n i n g  
program a t  t h e  present  f a c i l i t y .  

e. Incomplete. This grade is assigned to a student  who does not complete 
a course because of mit igat ing circumstances which a r e  not r e l a t e d  to  
performance and would allow reen t ry  i n t o  the  t r a i n i n g  program a t  a later d a t e  
(i.e., prolonged i l l n e s s ,  death i n  family, etc.). 

f .  Withdrew. This grade is assigned to a s tudent  who does not m p l e t e  a 
course because of. circumstances which would p roh ib i t  r een t ry  t o  the  t r a i n i n g  
program a t  t h e  present  f a c i l i t y  (i.e., withdrawing f r m  t ra in ing  i n  an t i c ipa t ion  
of f a i l u r e ,  r e s igna t ion) .  

g. Reentry. k student  who has reentered a phase of the  t r a i n i n g  program 
who had previously received a grade of i n m p l e t e .  

h. Indica t ion  of  Performance ( I P ) .  A comparative judgmental assessment, 
made by the  t r a i n i n g  exper t ,  of an employee's performance during a p a r t i c u l a r  
cxmrse. The IP  must be conpleted on each tracking reprt submitted, including 
withdrawals and incampletes. 
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7. FORMS AND REPORTS. Ccmputer-scannable t r ack ing  r e p o r t s  have been made 
ava i l ab le .  Upon r e c e i p t  of i n i t i a l  d i s t r i b u t i o n  o f  FAA Form 3120.24, ATCS 
Training Tracking Report,  d i scon t inue  use of  the following forms: F-4A Forms 
3120.21, 3120.22, 3120.23. Forms w i l l  be stocked a t  t h e  FAA Depot and w i l l  be 
a v a i l a b l e  through normal supply channels  a s  fol lows;  u n i t  of i s sue  ,oackage (500 
s h e e t s ) .  Qnly computer-scannable f o r m  obtained £ran t h e  FAA depot  are 
acceptable.  JX n o t  submit reproduct  ions  o f  the forms. *&en s:h;lit k iry ;:racking 
forms, DO NOT f o l d ,  s t a p l e ,  or m u l t i l a t e  t h e  t r ack ing  rqmrts when mail ing them 
to CAMI. The ccsnputer w i l l  no t  process  £oms  which have been folded or 
rnul t i la ted  i n  any way. 

FAA Form 3120.24 NSN 0052-00-888-5000 

8. APPLICABILITY. 

a.  The t r a i n i n g  t racking  d a t a  submission requirements descr ibed  i n  this 
o r d e r  apply to on ly  A i r  T r a f f i c ,  GS-2152, employees i n  any course o f  FAA Academy 
or f i e l d  f a c i l i t y  q u a l i f i c a t i o n  t r a i n i n g  ( incluclirg t h e  XTF) who have at tended 
t h e  Academy, s t a r t i n g  on or a f t e r  t h e  following da te s :  

En Route January 13, 1976 
T e m i n a l  January 13, 1975 
F l i g h t  Service S t a t i o n  Sep tmber  26, 1978 

b. I n  a d d i t i o n ,  t racking  d a t a  s h a l l  be submitted f o r  a l l  G-2152's  h i r ed  
a f t e r  August 3 ,  1981, (e.g. GS-9, GS-11 h i r e s )  who d i d  not a t t e n d  t h e  Academy 
bu t  en tered  d i r e c t l y  i n t o  air t r a f f i c  f i e l d  f a c i l i t y  q u a l i f i c a t i o n  t r a i n i n g  
programs. Tracking reprts submitted by f i e l d  f a c i l i t i e s  t o  re,prt 
q u a l i f i c a t i o n  t r a i n i n g  should 'be submitted on ly  For t r a i n i n g  t h a t  occurred a f t e r  
August 3 ,  1981 . 

c. DO NOT submit t racking  r e p o r t s  to CAM1 f o r  t h e  following 
posi t ions/personnel :  

A i r  T r a f f i c  Assistants/GS-2154's 
F l i g h t  Data Processors/GS-2102's 
Fac il i t y  Supervisory/Manageinent Personnel 
F a c i l i t y  S t a f f  Personnel 
P L ' s  who r e c e r t i f y  a t  t h e  c u r r e n t  f d c i l i t y  
Reemployed annu i t an t s  
Cooperative Education enployees 
Predevelopnental employees 

9. RESPONSIBILITIES. 

a. The O f f i c e  o f  Personnel and Technical Tra in ing  is r e s p n s i i i l e  for: 

( 1 )  I n  conce r t  with A i r  T r a f f i c ,  reviewing course t r a c k i t y  d a t a  t o  
determine problem areas and tak ing  c o r r e c t i v e  a c t i o n  as appropr ia te .  
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( 2 )  ~ a i n t a i n i n g  and updating t h i s  order  as necessary. 

( 3 )  ~ a i n t a i n i n g  s t a f f  supervisory con t ro l  over a l l  aspects  of t h e  
issuance, guidance, and evaluat ion of t h e  system. 

b. The Aeronautical Center is responsible f o r :  

( 1  ) Assuring t h a t  within 5 w r k i n g  days a f t e r  m p l e t i o n  or 
termination of each res ident  phase of t r a in ing ,  required. da ta  on each student  is 
loaded i n t o  CPMIS i n  accordance with es tabl i shed procedures. 

c. The C i v i l  Aeromedical I n s t i t u t e  is responsib le  fo r :  

( 1 )  Ident i fy ing incor rec t ly  submitted d a t a  and taking t h e  necessary 
followup ac t ion .  

( 2 )  S tor ing ,  processing, ana r e t r i e v i n g  t r a i n i n g  tracking data .  

( 3 )  Ident i fy ing c o n t r o l l e r s  i n  t r a i n i n g  f o r  whorn no course d a t a  has  
" been received within a predetermined time period and taking followup ac t ion  to 

ensure r e c e i p t  of the  course da ta .  

( 4 )  Supplying d a t a  f o r  field-conducted air t r a f f i c  q u a l i f i c a t i o n  
t r a i n i n g  to  CPMIS. 

( 5 )  As p a r t  of its continuing assessment of a i r  t r a f f i c  c o n t r o l l e r  
s e l e c t i o n  and t r a i n i n g ,  developing processes required f o r  analyses of 
information gathered £ran the  t racking systen.  

( 6 )  Providing per iodic  and spec ia l  r e p o r t s  to  headquarters,  A i r  
T r a f f i c  Divisions, Personnel/Hman Rescurce Management Divisions, and f i e l d  
f a c i l i t i e s .  CAM1 d e v e l o p d  timetables t o  i ssue  repor t s ,  w i l l  be based on 
f u t u r i s t i c s  needs of the  o f f i c e s  concerned. 

d. Regional Personnel/Hmar, Resource Divisions a r e  r e s p o n s i ~ l e  f o r :  

( 1  ) Based on regional  needs, u t i l i z i n g  t r a c ~ i n g  d a t a  a s  an a id  to 
e f f e c t i v e  t r a i n i n g  program management. 

e. ~ e g i o n a l  A i r  T r a f f i c  Divisions a r e  responsible fo r :  

( 1 ) U t i l i z i n g  tracking da ta  to iden t i fy  t r a i n i n g  trends and problem 
a reas  i n  f i e l d  t r a i n i n g .  

f .  En rou te ,  terminal ,  and f l i g h t  se rv ice  s t a t i o n  f a c i l i t i e s  a r e  
responsible f o r  submitting a t racking repor t  f o r  each course of q u a l i f i c a t i o n  
t r a i n i n g  t h a t  s tuden t s  pass,  f a i l ,  rece ive  an i n m n p l e t e  i n ,  or withdraw £ran 
within 10 w r k i n g  days cf t h a t  event,  i n  accordance with the  procedures 
described i n  paragraph 10b of t h i s  order .  
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10. SUBMISSION PROCEDURES. 

a .  FAA Academy. The FAA Academy w i l l  continue to e n t e r  course c a p l e t i o n  
d a t a  i n t o  CPMIS wi th in  5 working days based on es tab l i shed  procedures. 

( 1 )  The En Route, Terminal, a d  F l i g h t  Service S t a t i o n  Training 
Tracking Report, Form 3120.24, has been developed f o r  f i e l d  f a c i l i t y  input.  
This  form s h a l l  be used f o r  repor t ing  course c a r p l e t i o n  data.  A l l  appl icable  
items on the  t racking report must be completed. See Appendix 1 f o r  ins t ruc t ions  
f o r  c m p l e t i n g  t h e  Trackiry R e p x t  Form. 

( 2 )  A Tracking Report s h a l l  be submit.ted i n  accordance with 9f f o r  
each q u a l i f i c a t i o n  t r a i n i n g  course completed. See Appendix 2 f o r  examples of  
t racking e n t r i e s  and explanations thereof.  

( 3 )  F a c i l i t i e s  s h a l l  submit Tracking iieports to: 

Mike Monroney -Aeromu t i e a l  Center 
C i v i l  Aeromedical I n s t i t u t e ,  AAM-1183 
P.O. Rox 25982 
Oklahoma Ci ty ,  OK 73125 
ATIN: Trackiny Sect ion  

c. CAEnlI. CAMI s h a l l  provide course completion da ta  f o r  f i e l d  conducted 
a i r  t r a f f i c  q u a l i f i c a t i o n  t r a i n i n g  to the  CPMIS on a t  l e a s t  a monthly bas is .  
The course completion da ta  t h a t  is provided should include t h e  SSN, fiction, 
Course Number ,  Completion Date, Grade, Hour, Remarks, and Form Ccmpletion Date. 
The Indica t ion  of  Performance and Training Expert codes w i l l  not be s tored  a s  
p a r t  of  t h e  grade i n  CPMIS. 

11. PRIVACY ACT. The safeguards described i n  Order 1350.2211, Protec t ing  
Privacy of 1nf6%tion about individuals ,  s h a l l  be adhered to by a l l  indiv iduals  
involved i n  t h e  hand1 ing , t r a n s n i  t tal , and ~naintennrlce of t he  ,personnel records 
described i n  t h i s  order .  

E. V. Curran 
Director o f  Personnel and Technical Training 
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3120.22A 
Appendix 1 

APPENDIX 1. INSTRUCTIONS FOR COMPLETING TRAINING TRACKING 
REPORT FORMS 

DO NOT SUBMIT A DUPLICATED COPY OF TRACKING FORM 3120.24. ONLY AN ORIGINAL, 
ELECTRONICALLY SCANNABLE FORM SHALL BE SUBMITL'ED TO CAMI. USE A NUMBJZS 2 SOFT 
LEAD PENCIL TO FILL OUT THE TRACKING FORM AND FILL I N  THE CCIRRESXINDIhY; WALS. 
DO NOT FOLD, STAPLE, OR MUTILUTE THESE FORMS. 

1 .  Name of Trainee: P r in t  l a s t  name, f i r s t  name, and middle 
i n i t i a l  between the  ve r t i c a l  l i n e s  of the  
appropriate b x e s  . T,eave middle i n i t i a l  ( M I  ) 
oval blank where there  is no middle i n i t i a l .  
Darken only those w a l s  correspnding to your 
answer. The f i r s t  row of ovals i n  t h i s  
sect ion are t o  be l e f t  blank. 

2. Fac i l i t y  ID:  

3. Social  Secur i ty  Number: 

4. Region: 

5. Today' s Date: 

6. Remarks: 

7. Action: - 

Enter your Fac i l i t y  three- le t ter  i den t i f i e r .  

F i l l  in  the  employee's nine-digit socia l  
secur i ty  nlrmber u t i l i z i ng  each d i g i t  between 
the  ve r t i c a l  l i n e s  of the  box. In  addit ion,  
f i l l  i n  the  oval corresponding t o  the  n-r 
i n  the 'box. 

Enter the  assigned region by f i l l i n g  i n  the  
appropriate oval. 

Enter the da te  t ha t  the  form is completed. 

Remarks a r e  required a n y t h e  a t ra inee  
receives a grade of "incomplete" or 
"withdrew. " Remarks should b r i e f l y  describe 
the circumstances surrounding the  incomplete 
o r  withdrawal. This space may a l s o  be used 
t o  correspond with CAMI re la t ing  t o  questions 
concerning the tracking form o r  t o  c l a r i f y  an 
entr-1. Include a telephone number and name 
of a person to ~ w n t a c t  for a res,oonse. 

New Information. F i l l  i n  the oval i f  t h i s  is 
the  f i r s t  repor t  f o r  a t ra inee  f o r  this 
par t i cu la r  course. 

Change t o  Previous Report. F i l l  i n  the  oval -- 
i f  there is a change to-a previously 
submitted re,mrt on the  same course. 

Delete. F i l l  i n  the oval when a previously .- 
r e p r t e d  course was rot  taken by the s t t~den t .  
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Appendix 1 

9. Grade: 

Fill in the oval for the specific options 
corresponding course number. Only report 
tracking information for courses listed on 
this form. 

Fill in the oval corresponding to "PASS" 
if all requirements of the course have 
been successfully ccmpleted. 

Fill in the oval corresponding to "Failf1 
if the gnployee failed and is to be 
removed frm the training program as a 
training failure. 

Fill in the oval corresponding to 
"Incanplete" if training is stopped due 
to circumstances which would allow the 
employee to reenter this course in your 
facility at a later date. Such 
circumstances would include prolonged 
illness or a detail to another position. 

Fill in the oval corresponding to 
"Withdrew" if training is stopped under 
circumstances which does not allow the 
employee to continue training in this 
course at your facility. Exanples of 
this would include resignations,, 
permanent transfers, or changes of aption 
while in training. 

If either "Incamplete" or "Withdrew" are 
filled in, provide an explanation under 
llRenarksll on the bottm of the front page 
of the tracking form. 

10. Indication of Performance: This scale is designed to assess an 
employee's performance in each course 
completed. It is intended to be a 
ccmparative judgment made by the supervisory 

4 

or staff person (training expert) who is the 
m t  familiar with the trainee's performance 
in a particular course. This approach is 
very useful in ~asuring differences in 
performance in various j& functions. The 
percentages on the form are intended to 
assist the training expert in determining 
where a trainee's performance falls. Fill in 
the oval that coincides with the assessment 
of the trainee's performance. 

11. Training Expert. 

Page 2 
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12. S t a r t  Date: 

13. Completion Date: 

14. Hours: 

3120.22A 
Appendix 1 

This should be t h e  same as t h e  e n t r y  under 
"Date S ta r t ed"  i n  t h e  employee's Training and 
Proficiency Record (FAA Form 3120-11, Sect ion 
111, for t h a t  p a r t i c u l a r  course. Enter  t h i s  
date i n  Wnth ,  Day, Year order  as disp layed 
on FAA Form 3120-24. 

F i l l  i n  t h e  date the employee passed, f a i l e d ,  
received an incomplete i n ,  or withdrew f r m  
t h e  course. Again, t h i s  d a t e  should be t h e  
same as t h a t  i n  t h e  employee's Training and 
Prof ic iency Record, Sect ion  111, Under "Date 
Ccsnpleted. " 

F i l l  i n  t h e  ovals  to  r e f l e c t  t h e  hours used 
as follows: 

a. For courses which have classroan/lab or 
classrocan hours only, e n t e r  total hours 
used by t h e  t r a i n e e  t o  canp le t e  t h e  
course. 

b. For courses which are made up of 
c lassrm CNT, r e p o r t  on ly  aST ( t o t a l  
hours on p o s i t i o n )  used to  canp le te  t h e  
course. 

c. For courses which are CUT only,  r e p o r t  
t o t a l  hours on p o s i t i o n  used to  complete 
t h e  course. I f  t h e  grade f o r  t h e  course 
is "Failed,"  "Incomplete," or "Withdrew," 
e n t e r  t h e  hours accumulated i n  t r a i n i n g  
to  t h a t  po in t .  

E n t r i e s  should f i l l  a l l  three ovals .  For 
example, i f  a course t akes  57 017T hours 
to  canple te ,  t h e  e n t r y  should be "057." 
D o  n o t  use f r a c t i o n s  i n  r epor t ing  hours. 

a. Enter  t h e  number of sectors i n  t h e  
t r a i n e e ' s  area of s p e c i a l i z a t i o n  f o r  
en r o u t e  Phase X i f  t h e  t r ack ing  r e p o r t  
is f o r  Phase X t r a i n i n g .  

b. Enter  t h e  number of sectors i n  t h e  
t r a i n e e s  a r e a  of s p e c i a l i z a t i o n  f o r  
en rou te  Phase X I 1 1  i f  t h e  t r ack ing  
r e p o r t  is for Phase X I 1 1  t r a i n i n g .  
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Appendix 1 

c. For the tenninal option enter the nrmber 
of radar ps i t ions  a trainee must I x  
certified in order to m p l e t e  Tenninal 
Radar Control Phase X I  a t  his/her 
assigned facil i ty . 

16. Trainee Status After Course When a trainee completes a course success- 
Completion : fully, indicate what the trainee's status 

w i l l  be or is by f i l l i n g  i n  the appropriate 
oval. 
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APPENDIX 2. EXAMPLES OF TRACKING ENTRIES -- - -- 

3120.22A 
Appendix 2 

1. Combined posi t ions .  John Doe is a developnental con t ro l le r  a t  Alton ATCT, a 
leve l  I VFR tower with f l i g h t  da ta  (FD) and clearance del ivery (a) functions 
combined on one posit ion.  Be checked out  FD/CD functions on the same day with a 
t o t a l  CN!t' time of 33 hours. A s eVpra t e  Trackirrg Reprt  sha l l  be completed fo r  
each function. I n  t h i s  case, one Tracking Report mu ld  indicate course 55026 
(FD) with 16 hours CUT and the  o ther  Tracking Report mu ld  indicate  ccsnpletion 
of course 55027 (CD) with 17 hours CUT. (Total  33 hours) .  

2. Transfers. Jane Doe was an FPL con t ro l le r  a t  Memphis ARTCC who had 
successfully m p l e t e d  a l l  Academy ard f i e l d  phases of t ra ining.  The required 
Tracking Reports had been submitted by Memphis. Subsequently, Jane bid on a d  
was selected as a con t ro l le r  a t  Indianapolis  ARTCC a d  entered f a c i l i t y  
t ra ining.  I n  t h i s  case, even though she had previously successfully campleted 
Phases V - X I 1 1  of f i e l d  t ra ining,  Tracking Reports must ke submitted fo r  each 
phase she ccmpletes a t  her new f a c i l i t y .  

3. Posi t ion Recert if ication.  Mary Doe is an FPL specialist a t  Oakland FSS. 
Due  h a skirng accident,  she was on extended s i c k  leave fo r  120 days, thus 
exceeding the  currency requirement contained i n  Order 3120.4Ff A i r  T ra f f ic  
Training. UFn recovery and re tu rn  t o  m r k ,  she trained and was rece r t i f i ed  on 
a l l  posi t ions  i n  the  f a c i l i t y .  I n  t h i s  case, Tracking Reports are not t o  be 
submi t t d .  

4. Multiple Posi t ions  (En ----- Route). Several courses (phases) i n  the  en route 
t ra in ing  program contain tm o r  mre posi t ions  which the developnental must 
c e r t i f y  on. A tracking repor t  s h a l l  be submitted only a f t e r  the  developnental 
has c e r t i f i e d  on a l l  posit ions i n  t h a t  phase of t ra ining.  For instance, Joan 
has c e r t i f i e d  on one nonradar/radar associa te  p s i t i o n  i n  Phase I X .  A t rackirq  
form w i l l  not be submitted a t  t h i s  point. Only a f t e r  Joan c e r t i f i e s  on the  
second nonradar/radar associa te  p s i t i o n  w i l l  a tracking form be submitted fo r  
course 55129. 

5. Multiple Posi t ions  (Terminal). M i a m i  Approach Control has 14 radar  
posit ions.  B i l l  Doe has checked out  on h i s  f i r s t  radar posit ion.  A tracking 
reprt should not be submitted a t  t h i s  time. 9 track in^ rqmrt s i ~ ~ u l d  only i~ 
submitted when he has checked out  on a l l  the  radar p x i t i o n s  required for him t o  
be f u l l y  radar ra ted a t  h i s  f a c i l i t y .  when B i l l  mnple tes  check out  on a l l  14 
posi t ions ,  a tracking report  should be submitted f o r  course 55031. 

6. Multiple Posi t ions  (Tower/Radar Room). Columbus ATCT is a leve l  I V  Tower/ 
Radar Approach Control f a c i l i t y  with separate f l i g h t  data  posi t ions  i n  the towr 
cab and the  radar r m .  A developmental, Ray Doe, has c e r t i f i e d  on the  cab data  
posi t ion and is i n  t ra ining on clearance delivery.  However, he has not 
c e r t i f i e d  on the  radar f l i g h t  data  posit ion.  I n  t h i s  case, a tracking report  
should not be submitted un t i l  c e r t i f i c a t i o n  is accom@ished on a l l  f l i g h t  data  
posi t ions  i n  both t he  cab and radar  roan. 
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7. Terminal (Nomadar) .  Most radar  terminals  do not opera te  a separa te  
nonradar p s l t i o n .  However, t h e  Terminal ~ n s t r u c t i o n a l  Program Guide 
(TP-12-0-I), Phase X NonRadar, r equ i res  t h a t  a l l  r ada r  f a c i l i t i e s  m p l e t e  the  
nonradar t r a i n i n g  described i n  t h a t  document. When those requirements have been 
m e t ,  a t racking repor t  indica t ing  Phase X completion should be submitted. 

8. I n m p l e t e .  Tom Smith is a developnental a t  Dulles Tower. Due to a sky 
diving accident ,  it is detemiined t h a t  ne w i l l  be on extended s i c k  leave  f o r  a t  
least 120 days. I11 t h i s  case you woulu f i l l  out  a Tracking Report g iv ing ToPn a 
grade of "Incomplete." I n  addi t ion ,  i n  t h e  remarks sqct ion  of the  tracking form 
you would ind ica te  the  reason f o r  t h e  Inmnple te  grade,  (i.e. extended s i c k  
leave)  . 
9. Reentry. R m  Smith returned to m r k  a f t e r  being on extended s i c k  leave and 
continued t r a i n i n g  i n  course 55029. Tam had previously received an incomplete 
i n  t h i s  course due to h i s  absence. A t racking form s h a l l  be submitted on Tan a t  
t h e  completion of t h e  course indica t ing  the  course number and d a t e  he reenter& 
t ra in ing .  This d a t e  w i l l  be entered a s  t h e  s t a r t  da te .  Enter t h e  t o t a l  number 
of hours the  s tudent  used to complete the  course ( t h e  sum of the  hours used 
before t h e  absence and a f t e r  t h e  r een t ry  occurred) .  Also, v e r i f y  i n  the  remarks 
s e c t i o n  t h a t  the  number of hours reported is the  t o t a l  number of hours used. 

10. Withdrawal. Robert Doe has not made s a t i s f a c t o r y  progress i n  Phase I X  
t r a i n i n g  and withdraws from the  t r a i n i n g  program. A t racking report s h a l l  be 
s u h l i t t e d  f i l l i n g  i n  a l l  t h e  pe r t inen t  d a t a  including t h e  hours of t r a i n i n g  
R o b e r t  Doe had used up to the  point  of withdrawal i n  Phase I X .  In  addi t ion ,  an 
explanation of  t h e  reason he withdrew from course 55129 s h a l l  be included i n  the  
remarks sec t ion ,  (i.e. res ignat ion  f o r  p r s o n a l  reasons, f a i l u r e  to pmgress, 
etc. ) 

11. Reinstatement. In  t h e  case of a developnental whose emy>loyment and/or 
t r a i n i n g  has been terminated due to f a i l u r e  or removal f o r  cause, and is 
subsequently r eh i red  and/or r e i n s t a t e d  i n t o  the t r a i n i n g  program, t h e  foilowing 
s h a l l  be accomplished. Submit a t racking form at the  completion of the  course 
indica t ing  t h e  s t a r t  d a t e  and course number f o r  t h e  f i r s t  f u l l  course of 
t r a i n i n g  the  developmental is entered  i n t o  and e n t e r  "Reinstated i n t o  t h e  
Training Program" i n  t h e  remarks sec t ion .  

12. Completion of  Training Requirements (En Route).  Jane Doe is assigned to a 
l e v e l  I1 e n t e r  and has m e t  a l l  t h e  requirements f o r  t h e  f u l l  performance l e v e l  
c o n t r o l l e i  a t  t h a t  f a c i l i t y .  A t racking form s h a l l  be submitted f o r  course 
55132 and t h e  oval  corresponding to "Has Ccsnpleted Al l  Developlental Training 
For This  F a c i l i t y "  s h a l l  be f i l l e d  in .  This alerts CAMI t h a t  the  developmental 
has met a l l  t h e  t r a i n i n g  requirements f o r  t h a t  f a c i l i t y ,  is an FPL, and t h a t  
add i t iona l  AT2 Training Tracking Reprts are no longer required f o r  t h i s  
employee a t  t h e  cu r ren t  f a c i l i t y .  

13. Completion of  Training Requirements (Terminal).  John Doe is assignea to a 
l e v e l  I1 towr and has met a l l  t he  requirements of '  t h e  q u a l i f i c a t i o n  
t r a i n i n g  program a t  t h a t  f a c i l i t y .  A t racking forrn s h a l l  be submitted showing 
the  completion of course 55029 and the  oval  corresponding to "Has Cmpleted A l l  
Developmental Training For This F a c i l i t y "  s h a l l  be f i l l e d  in.  This a l e r t s  CAMI 
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t h a t  the d e v e l o p e n t a l  has m e t  a l l  the  t r a i n i n g  requirements f o r  that f a c i l i t y ,  
a d  t h a t  add i t iona l  A'IC Training Trackirq Reports are no longer required f o r  
t h i s  employee a t  the  current  f a c i l i t y .  

14. A i r  ~ r a f f i c  ~ s s i s t a n t  (En Route). Jim James is a n  ATA assigned to Los  
Angeles Center and completed Phase V and VL; he converts  to an AT'S GS-2152, and 
successful ly  completes t h e  FAA Academy. He r e t u r n s  to Los Angeles Center a d  is 
assigned t h e  same area  of spec ia l i za t ion .  A t racking form w i l l  not  be submitted 
f o r  Phase V a d  V I ,  bu t ,  beginning with Phase VII a d  each succeeding phase of  
t r a i n i n g  c m p l e t e d ,  a tracking form s h a l l  be submitted. I f  Jim had been 
reassigned to another  f a c i l i t y ,  you would be required to submit a t rackinq form 
beginning with the m p l e t i o n  of Phase V t r a in ing .  

15. A i r  T r a f f i c  Ass i s t an t  (Terminal).  Tracking forms s h a l l  not be suixnitted 
f o r  a i r  t r a f f i c  a s s i s t a n t s ,  upon c e r t i f i c a t i o n  on c learance  de l ive ry  and f l i g h t  
d a t a  pos i t ions .  Diane Carol was an  ATA a t  Alton Tower and had c e r t i f i e d  on t h e  
f l i g h t  data/clearance de l ive ry  pos i t ion .  Diane converted to an ATCS GS-2152 and 
successful ly  completed Academy t r a i n i n g  and was assigned to Alton Tower and 
b q a n  d e v e l o p e n t a l  t ra in ing.  Do not submit a t racking £om, f o r  campletion of 
Phase V I  and VII t r a i n i n g  on Diane. This t r a i n i n g  w i l l  be t r ea ted  a s  a 
r e c e r t i f i c a t i o n  f o r  t racking purposes. 

16. A i r  T r a f f i c  Ass i s t an t  (Terminal).  J a n e t  Smith was an ATA a t  Alton Tower 
and had c e r t i f i e d  on the  f l i g h t  data/clearance de l ive ry  pos i t ion .  J a n e t  
converted to an ATCS GS-2 152- and successf u l l y  completed Academy t ra in ing .  She 
was assigned to Dulles Tower a d  began ATCS developwnta l  t r a in ing .  I n  t h i s  
case  you w i l l  submit tracking forms f o r  a l l  phases of t r a in ing  completed a t  
Dulles Tower by Jane t .  

17. Sectors .  Fred Jones m p l e t e d  phase 10 o f  en route  q u a l i f i c a t i o n  t ra in ing.  
There were s i x  sectors i n  h i s  a rea  of spec ia l i za t ion .  When a t r a c k i q  repor t  is 
submitted f o r  phase 10, "06" should be coded i n  the  "sectors" s e c t i o n  of the  
repor t .  

18. ~redevelopental/Cmperative Education. Chuck Jones is a Predeve lopen ta l  
( ~ r e ~ ) / C m p e r a t i v e  Education (Co-op) employee who completed t h e  ~ r e ~ / C o - o p  
program. Tracking repor t s  w i l l  be submitted on Chuck only a f t e r  he has 
c m p l e t e d  t r a i n i n g  a s  a GS-2152 d e v e l o p e n t a l  employee who success fu l ly  
completed t h e  FAA Academy. 
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